
1. la brief, the recanaendatioti ass uses that time may be saved 
by eliminating the present system of posting and adjusting, by means 
of the expense KM run! individual obligations in the lodgers and 
substituting a system of adjusting the obligation document MOR’s from 
the expense run and summarising them by adding machine tape and posting 
monthly in summary to the Ledgers. As a part of this system it would 
be necessary to add "Obligation’’ and "Ufaobligated Balance" columns to 
the current ids number record in order to " *** satisfy legal require- 
ments for recording Obligations mid for a cheek to see the allotment 
is mot over Obligated". (Quoted from Tab A to reference.) 

The following disadvantages appear to outweigh, the advantages both 
ae to time-saving and financial control. 

a. The posting to toe additional columns on toe MQS? nns&ar 
record is an additional operation and the unobligated balance 
figure would become meaningless since the proposal does not 
provide for reconciliation with the expense rim; l.e. these 
obligation figures would never be adjusted to actual expenses. 
Reconciliation could perhaps be made on a monthly summary basis 
but this would be another additional operation. 

b. Pursuant to discuss ton with mes&ers of toe audit staff the 
preparation of MDR's fear payroll items was discontinued In FT 
i960* Adoption of this recommendation would require resumption 
of toe preparation of payroll MDR*e and these items an numerous. 

c. Sequent reference is made to documents in the MQH file by 
persons outside of toe Accounting unit. A charge-out files 
receipt system would have to be established and rigidly enforced 
to avoid the omission of MDR’s at the time that adding machine 
tapes were being run set them. To be useful! toe files receipts 
would have to include the amount posted on the M® . ©ms prepa- 
ration! filing and removal from the files of these receipts would 
represent a considerable amount of time and provide opportunity 
for errors by tos entry of wrong figures cm the receipt by persons 
not familiar with toe MQR form lteelf. 

d» Humorous enquiries are made by case officers as to amounts 
ob li ga ted against specific projects. Currently this information 
is available on a single Ledger sheet. Uhder the recommended 
procedure it would be necessary to thumb through a ll the W0R*§ 
for the coun try! run an anting tope on those for the 

project in question and then refer to tour ledger for toe prior 
monto-end cumulative total to add to the tape total. 
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e. Under c u rr e nt procedure son se tins is saved sad records 
condensed by the assiipaent of s elngl a MSB ae mtoer for use ©a 
ell item of the seme kind such ss reimbursements to State and 
ICA, military rolls# storage charges# ate. Maintaining a 
running unobligated balance on the MOB record Sheet as suggested 
(last sentence para. 1} apparently would require preparation of 
an NOR for each individual item now grouped as indicated above# 
thus necessitating the preparation of a great many scare MOB’s 
with a c or r es p o nding expansion of the MOB files and comp l i cation 
of the use thereof. 

f . Considering the purely annual operation Involved in the 
recommendation# it appears that it would taka much sore time to 
turn over# with the left hand# each MOB with attached documents 
(greatly increased in lumber as indicated under *e" above) while 
running an adding machine with the right hand than is required 
to add a column of figures from a ledger page. Also# it appears 
probable that the increased number of MOB'S would increase the 
time required to perform the reconciliation with the expense run 
to an extent which would further offset any tins saved by 
eliminating the current procedure of comparison of the expense 
run with ledger postings and asking adjustments thereof on an 
individual Item basis. 

2 . Considering the disruption that would be caused in an organi- 
sation the else of T&fw by making a change in procedure of the 
magnitude recommended# it Is suggested that if the proposal is 
deemed to have merit# It be tried out in a BF office where the 
functions involved are ©©sparable and are per formed by cm® 
individual. An actual time study would be much simpler with 
Just one person. 


v mV. v\‘if rvL'r.fl ! I\t 
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RccoEgBcndatios Bumber 2: 

1. It is suggested that expenditures fron the Petty Cash fund he 
charged to the Headquarters Support Cost Center rather than to individual 
project or country cost centers as is presently dons. recoos-otidatlon 
states that the majority of individual expenditures are for amounts 
ranging from less than one dollar to approximately three dollars. While 
it is true that the majority of the items are saall it is also true that 
over 80 $ of tbs funds expended are for direct operational purposes such 
as local entertainment. For the months of July and August I960 these 
boss were approximately #315 and $360 respectively. 

2. In discussion with the Approving Officer it ms determined that 
adoption of the recommdatlon in so far as the small cat fare ard postage 
items ere concerned would he appropriate hut that the larger operational 
expenditures should continue to he charged to the specific projects or 
countries. 

3. In accordance with the foregoing, this recommendation will he 
partially adopted. 
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Recomaendatioft Husfeer 3 t 


1* Milh regard to the listing of "Si vis ion Cost Cantors” currently 
prepared and distributed it is suggested that (a) the number of copies 
being distributed be re-evaluated and (b) sufficient copies of the list 
and amaaOmatB furnished by the Controller's office be obtained to 
eliminate the preparation of such lists in FS/BF. 

2. *&® ”a" part of this reeoasaendation has been put into effect and 
the distribution has bean considerably reduced* 

3. With regard to the *b” portion of the reoemsiandation it oust be 
recognised that availability for ready reference purposes of a project 
listing in numerical sequence under each country is highly advantageous 
for persons whose work requires the use of cost centers* The list 
furnished each fiscal year by the Comptroller's office, even though it 
is double spaced, would not accommodate interlineation of now projects 
for a full year* To ttourib through the sheaf of wanadnants which grow 
to a considerable thickness toward the end of a year would be a very 
time consuming and frustrating activity for persons in frequent need of 
such information. 

la accordance with the foregoing, this recommendation has been 
adopted in part. 
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ftecofflagncatiou auaacr jss 

1. It is recasnnsdsd that tbs XBK list of "Status of Advances* bo 
noted as to action taken cm each individual sad forwarded to the Finance 
Division through the Chief, TE/6upport thus eliminating the bi-monthly 
typing of all entries an the list under current procedure which utilises 
the list as notification media to employees and a work sheet in WSfwt* 

2. It is understood that the 71 Division enjoys a very good 
reputation with regard to affective control of advance accounts. Strange 
aa It nay seen this is attributed, at least in part, to the salutary 
effect of receipt by a delinquent individual of his cist out portion of 
the IBM run bearing a large-latter stamps DSLXHqinSHT. 

3. In view of the effect ir ernes of our present notification 

procedure it appears inadv isable to iti however, reco gnis ing t he 

user it in the rccomoeadation it will be adopted in part aa follows* 


a. Delinquent accounts will continue to be cut out of the SUM 
list and forwarded to individuals . 

b. the reminder of the list will be appropriately noted for each 
account and forwarded to the Finance Division by a transmittal 
nraoran&um. which will Include a report on the accounts cut out 

of the list. 


k. Partial adoption of the recaunendation aa indicated above will 
eliminate better them 90$ of the typing that has been done in the past. 
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Recarxeadation Busbar ji 

1. Iiswkcuc'u as a spot wiav of station files indicated «l*^d 
ttB » of apprccwimtely 2 weeks between receipt of and reply to dispatch®® 

it is reoosawnded that a tlee liiait ba one 

dispatches. A similar spot check indicated cable replies within one 

or two days. 

2. % establish a ,! to date” for replies tod^ipatctes wulA 
require an additional follow-tip procedure lap be perfor aed b y W** 
cl«-ical/s«cretarinl personnel. Since there are «sly three 
in^iTteaich who writT replies to dispatches it aotfld aeem th at the _ 
aecomli^taMBBt of paroapt replies should he possible by plscli^ reapon^l- 
SS upon these persons without setting up a special ^ocedure . ^r 
conslLStion Is toe fact that to® spot c heck node and etot c a iy t**^*®* 
a M Kr i iod of vacation, time aaad of a budget preparation exercise which 
involved very marly toe full tiae of two of toe torea aforementioned 
SSous. Idas orinisstion of this aiae and varied duties there nrnet 
be considerable flexibility for determination of priorities. 

3. Pursuant to toa foregoing it is deseed inadvisable to establish 
a specific time limit and establish a follow-up procedure fear replies to 
dispatches. 
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Racosaamtotion gjgjfcgr 6 s 

1. It is reeossaended that Fa/BF liait the filing of Agency 
regulatory Issuances to those categories related to the functions of 
the Section* 

2. The value of thin suggestion vbs obvious and. it has heea pat 
Into sfffcet. The niste of filters sad safe space reared for tills 
filing Ms been sotariolly reduced lead reference to tbs material --rill 
he facilitated. 
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BgggBgaa&lga Stafegp 7: 

X* The comolidation of field correspondence coble u s d dispatch 
folders and the use of standard 11 pt. ffipaft folders Is reoosasaded. 

2. The suggested ocmsolidsticm would result in asking the folders 
thick fur conve nience in hand l in g sad increase the tia e required to 
l&nt* e refe r enc e. Since the review was nade *t the beginning of a 
fiscal year this my act have keen apparent* 

3* It does act appear that any advantage would accrue to 
the folders la use for the following reasons: 

a* The heavier* ratal tab folders sow in use were obtained 
second-hand and, therefore, represent no additional cost to 
the Oovornaent. 

b. Though the contents of them files are of tengxarary reference 
value (as stated in re aom a wida tlon), only the contents are discarded. 
The folders are used indefinitely* 

c* @lme the heavier doty folders now in use will pemm ably out- 
last several sets of the recomaend ed lighter weight folder, their 
use should effect a easing to the Q overnasa t over a period of tiaa . 

It Sees not appear that the difference in thickness of the 
material of which the different folders are made could represent 
a saving of **** about on* half of the safe space now required" 

•S .fjh BE — — ■ - - . 

TS&& uTOWS* 

e* The recommended folders do not have quite the sane capacity and, 
being fllasler, are less convenient for use. 

b. Is view of the foregoing there does not appear to be sufficient 
advantage in the rceonmndatlon to justify adoption* 
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RscomaepdatlOB gusfeer 8: 

!• Elimination of the current "separate cover dispatch log" and 
substitution of & "hold" file for retention of such Items until the 
transmittal dispatch is received is recommended. It Is stated that 
notation on the transfer dispatch rooting sheet of the date of receipt 
of Idae separate cover attachment would adequately document receipt of 
the Separate Cower Attachment. 

2. the recommendation has merit hut ameers to overlook one 
operation) the fairly frequent necessity to totexmtne whether m OCA 
has hean received. This determination oust he aade upon receipt of 
every dispatch indica^u| an SCA and, vith seme frequency, for reply 
t© inquiries from Fg^Hsad the VS branches. la tots ejection it 
mmt he recognised that SCA*s are frequently received before the 
toraissittal. Since Abstract File Slips are act used on SCA'a, 
detemiaation es to receipt thereof mast he aa de by a physical search 
of those on head or the maintenance of a&m mart of listing record. 

The procedure 5a use utilises the latter method. 

3. It is the sincere belief of the person responsible for per- 
foraias this operation that the time required to record receipt of SCA’s 
is more lira offset by the tine saved in not having to sake a physical 
check of SCA's each time that it is necessary to determine whether one 
ha© been received. 

*». Since the current procedure was developed by the parson using 
it, morale co n e 1 . de rations a l o ne m i gh t he sufficient reason to avoid 
compelling a change at Ms time. This consideration taken together 
with the apparent slightness of any actual time saving tost might be 
effected makes adoption of toe recommendation appear inadvisable, at 
least at this time. 
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1. It is proposed that there is no purpose in maintaining a fils 
of Abstract File Slips for incowine dispatehos which remain in Fi/SF as 
is currently done and that each practice should be reduced to mtotenance 
of the file for only those dispatches which are forwarded out of the 
Section. It is contended that regulations do not require loggias at 
this level and that it serves no purpose sines the rscossaemded file 
would show disposition of dispatches forwarded from the Section and all 
others wart b@ on fils in the Section. 

2. T he advantage of reducing the voltaae of Abstract File Slips 
would obviously facilitate use of the file for reference purposes; 
however, the following disadvantages would accrue to the elimination 
of the current procedure: 

a. 2h many cases the dark asintalnisg the file does not know 
whether a dispatch will be forwarded or renin in the Section 
until action Is indicated on the route slip by the Section 
‘parson taking action; therefore* she could not take action in 
regard to filing or not f iling t.iv» slip an til the dispatch ws 
returned to her* 'Ms would mam that the dispatch would bo 
unrecorded for a period which might extend iso a few days. 

b. Sate lug on the file slip the Section individual to whom the 
dispatch was directed Is a distinct aid to locating ones recently 
received and not finally processed. 

c. There are six Section files In which dispatches nay be f iled; 
therefore, the sera knowledge that a dispatch is in the BP Section 
would not serve as ski adequate locator. 

d* In the enso of a dispatch not readily located in the Section, 
and for which no slip was filed since It was noted for retention 
in FS/bf, it would be n ecess ar y to call determine that it 

actually had been forwarded to FS/HP. 

3* la view of the foregoing - it appears that more time 

might be lost in searching for dispatches than is now used in maintaining 
& record of their disposition - adoption of the rccoanendation does not 
appear to be Justified. 
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ggssgffisS a&sa 3m*s*M* 

1. Cwatolnatioa of the log far "Son Accountable Steiifosts" sad 
the log for Tfaa Accountable Hsnlfeat Separate Cover Attache ts" by 
the addition of one entry on a single foot is recoomended. 

2. Though the. advantage of combining tho records on one fora was 
immediately recognised, consideration of the fact that aoaatiiaes m SCA 
is revived, prior to receipt of the manifest transmittal and the 
desirability of posting "In* end "Out" dates for both (ms is not always 
wm aatil the other is received) lead to the conclusion that a single 
additional column would act he adequate. 

3. The principle of the recotaaamdtttioa has been adopted by revision 
of the form to include the following col inns: 

MAUI DATE MTS 3CA BATS DATS 

Mo In Out So In Oat 

Whichever is received first, the "Mmi” ae tbs "SCA" will be posted 
entirely and upon receipt of the other It will be posted in 123® remaining 
appropriate columns. 

U« TSw* basic recomnendation of combining the logs has been adopted 
as indicated Above and will be pat into practice as soon as appropriate 
form can be prepared. 



rlurjM 
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Recosaaendatioa Maaber Hi 

1. It la suggested that the amount of iafonaatian posted to the 
Travel Order Log be reduced slues similar information is available from 
other sources such as the travel order "book" (file of travel order 
copies), tbs wheel file or travel order copies filed la the Accounting 
Unit SDR File. 

2* Under preseat procedure the Travel Order Log (frost which travel 
order washers are assigned) is the Initial recording of a travel order 
request and Is the sole reference sours® until the travel order is typed 
gpnfl approved. Copies are neither filed nor posted to the card rscord 
until an app ro ve d copy Is returned to the Salt* The data posted to tbs 
Log is only that which Is necessary to answer nornal inquiries. 

3. The travel Order Log was referred to in the aost recent budget 
preparation exercise to obSL a count on TDl/PCS trips. 

k . The eoncensus of the persona at the working level is to the 
effect t hat the currant postings take but seconds sad accomplish an 
actual savings In tins that would otherwise be used La search for the 
Inf creation fro® some other source. 

5. La view of the foregoing it does not appear that adoption of 
this reecaasendation would be advantageous. 
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